x SSTATE 7 7 . ' OFPFICK OF BECAKTARY OF STATE
o Ap p lication for DEPARTNIRT OF ARCEIVES & RISTOMY
seokin " KECORDS DISPOSITION STANDARD  wsconos mnsssunsr sivision

] ,Atepiicetion Date IRSTRUC T ONS See separate imstructions for conp:-non of @ FOR RECORDS MANAGEMENT DIVISION USE

Date Necelved Application Mo. Late Compl

fromt and raverae of thia form. Sign original and two copieas

2 Agency Applicatian f%o.

Records Management Officar.

and forward to Pepartment of Archives and Wiatory, Attention: MAR 25 1974 i—)q_ gg_qG\AAR

et e

27 "

J 3 _iﬁirr, Tivision, Subdiviwion k Adwinjetering Office Address - ) .Ptrioni;o t‘ohct )
: Public School Employees Retirement System ot ' Jim Hartsfield
i 254 Washington Street _
4 Atlanta, Georgia 30334 ' [5G . vorxing Titie ' ASETTIE ]
—— — RMO l 2960 .
7 T.KE'IHN REQUESTED ' ' ) '
m ESTABLISH DISPOSITION STANDARD; , DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.;

e
B Earliest & Latest 9. Exact Series Title
Dates of Series

Public School Employees Retirement System Files (See Attached Sheets)

1 0. What is the function of the office in which this record series is created?

To administer the Public School Employees Retirement System (Ga. Laws 1969, Act-No. 709).
Membership consists generally of schoolbus drivers, food service employees, maintenance
personnel, custodial personnel and other employees not eligible for membership in the
Teachers' Retirement System. Functions include writing rules and regulations; processing
applications for membership; detérmining creditable service and ‘employee contributioms;
payment of refunds; processing applications for retirement and disability benefits and
payment of retirement and disability benefits; and removing non-eligible members.

1. This flle contains the follow1ng documents (1nclude form numbers and titles, if any,
and flle arrangement ).

SEE ATTACHED SHEET

ATTACH SAMPLES OF THE FILE

j— M Eh— - — C e R A
12, BEQUIPHERT nCCHPTED - No, of Drawers Cu. Ft. ol Records Wo. of Drawers Cu. Pt. of Records
= Ll o - :
. B ARNUAL RATE OF ACCUMULATIOR
Letter-aize File Dravera
el ot "
: i “In Officeln) in Stormgs Arealw)
Legal-»size File Drawvers Fioor Space becupied [Bquare Peet) - —
i ——— _— SRR Y R ]
’ - . This iast PrecedingfAll Prisr
= Yeatr's Tear's Year's Tears'
AVENAGE DAILY REFERENCES
L A 2

Form: AR-50-T)
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sition of these files?

QUESTIONNAIRE Place an -.::xthe proper column. If anaver ls "YES,” please explain i = " - ...tY ES “‘NO

13. Is this the Record Copy of the series? a ) ’ [.] [7]
1Lh. Is there a duplication of this series in another office or agency? [ 1 T ]
15. Is the information contained in this series ever summarlzed or published? (] 11
Attach copy of summary or publlcation :
16. Does the seriés contaln classified information requlrlng security handling? [1 [
17. Does the series initiate, amend or terminate agency policies and procedures? [ 1 [ ]
18. Could the function be performed if the files were lost or destroyed? [ [1]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [1 []
20. Does the record series provide data as input to an EDP file? L1 [
21. Does the record series éontain documentation produced as EDP printout? (1 []
22. Has the Federal Government issued instructions governing the retention/dispo- Y 1]

23. Will there be a need for these records 10, 15 years from now? If yes, what? ['1 1

4

2L. REQUIREMENTS. The following requires thé files to be kept 0 years:

a.[JSTATE  b.[)STATUTE OF c.[]AUDIT  d.[]JFEDERAL e.[]ADMINISTRATIVE f.[ JHISTORICAL
LAW LIMITATION PERIOD ~  LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then:

Hold in the current files area - " month(s)/ year(s):

Transfer to [ ] State Records Center [ ] Local Holding Area; hold year{(s):
Destroy.

Transfer to State Archives for permanent retention.

Destroy immediately after cut-off.

Other: (Specify)

ey —
e e b e d )

SEE ATTACHED SHEET

(Indicate briefly rationale for recommendations above/or write additional remarks):

Records Munagement Officer (Szgnature) Dateﬁ OTHER Egghkyfﬁﬂ}lGNATURES DATE
_ 2 g

26. Recommendationsy Agency Head/Designee = .
in paragraph 25|\ Approved | D1sapproved

are: ate” Auditor/Designee 7
' 1 Approved | ] Disapproved \C\L&QJA‘A‘

Lo, e/?,u//ﬁzap

TATE RECORDS S F State/Designe: \ . 320
STATE RECORDS pgllSecredg ate/Degignee »
" commMITTEE T BL AW %4 [ 1 Disapproved @«//L&Z/ M 3=27-7¢|

- - e — o

Attorney General/Designee ' ' m
YA Approved Disapproved / V7 atiddf

- - - . et —_— e
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~ APPLICATION FOR RECORDS RETENTION SCHEDULE |, 0FFee oF THE Seenerany of ggggny

_ RECORDS MANAGEMENT DlVlSION

Trise i e s g, s s

INSTRUCTIONS See Publication No. 76—RM—1 for mstruct:ons on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attentlon Scheduling Section,

FOR AGENCY USE 1. Agency Addrass - ' FOR RECORDS MANAGEMENT USE

Application Date _ Employees' Retirement System .of Georgla Application Number ‘ -
" | Public School Employees i — 7 L‘ - q 5— g
Application Number | ;":i N:’_;thzide ;gglg‘ﬁte 400 Date Received Date Compteted
anta, Ga. ‘ 22

e . o - 8 JoEC ¢ 1978
P T S 2T T ST = T B =S S S R =
2. Person to Contact - Working Titie Telephona Number

Glenn Dow S R D1v151on D:Lrector 656-2960 -
3. Action Requested S '
3, [ Estaonsn Retention Schedule; record will continue to accumulate.
b. 3 Dispose of present accumulation: no further accumulation anticipated.

| ¢. K Amend Application No. 74-95_ _ _____ Check One: O Change; ¥ Superceds: O Void - ]
4. Dates of Series 5. Records Series Title (followed by title used in office, if different]
Earliest Latest

FY 1971'L To Date Public School Employees Membership Account Annual Listing Files

16. Division and Office Function What is the function of the Division and the Offlce in whxch this 1 record series is created?
7. Record Series Description ' This file contams the followmg documents"{jr;&;f;!;f—o}ni numbers ahd }r—t}e;mf;"a_rn";ji N

Attach samples of the file. B
_ Documents reiatmg to: determln:mg members retirement and refund allowances. )

g -

Included are: Computer Output Mlcrofllm (Offlce and security copy) and bound volumes of annual
listings which lists members name and 'social” security number, retirement
contributions, prior service and withdrawal information.

(Note: Record series is being converted to computer putput microfilm (COM). From FY 1971 to

FY 1978 the series is in bound volumes of computer printouts and on magnetic tape at DOAS.

These and succeeding years of records will be placed on COM).

e

File isarranged: nhumerically by School System number; thereunder‘alphabetically by member number |

8. Monthly Reference Rata How often are records referred to which are:

e ——— —— R v

One to six monthsold ..~ . .. ; Seven to twelve months oid ., Thirteen to twenty-four months old e
“twenty-five months and dlder__ =~ - __? . _ *
I—_.-A— U e

8. Annual Rate of Accumulation of Rerords
Letter-size drawers ——; Legal-size drawers e Shelves . _:Other (spec,cfy) appox,_ l1-2 bound

volumes per yedr.,

—————

AR-50-71; Rev.76 {Over)

T g ™ TE— T < = — —:
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YEs | No l 10. | Questlonnaare (Place an "X" in the proper oolumn} ____._..__.:"_J_h ., o o _,__j
. S . —
a. Is this the official copy of the series? ) R R
X 1 ___1f not. where is it? ~ ] , 3 . e M-

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

X
| X . Is thlsa vital record? - ] o
X d. Does this series have historical or long 1 term research value? e : e
e. When one or two documents in the file make it necessary to keep the entire file for a long period, couid these
X documents be scheduled separately? : e

| X f. Is_xhemfor_matmm._tamed in this series ever published? .ijeskamczh cgpy,“,, ) ] e ]

*g. Is the information contained in this series ever analyzed and/or recorded :n a summarized report?
X _If ves, attach copy. ——

h. Is there a duplication of this series in your office, or in another office or agency?

X1 | . _'ves where? Copy goes to each school system., Will have office copy and securlty COpY .
X | L _i._lsthis series (or @ maior portion of it! reqularly microfilmed?Will be COM
I X1 | i._Doestherecord series resuit in acomnutemummlpresent accumulatlon is bound computer printout#.
11. Retention Requirements The following requiras the series to be kept:
a, State Law .0 yeaars. ' d. Audit beriod ..._..._ﬁ._Q«c..,_,E-vears.
b. Statute of limitation . 0 years. ' 2. Administrative need __JQ__“vears.
c. Federal law ..._._._tmo@-,‘_ﬁ..years. f. Federal retention instructions 0 years.

Attach copy or exceipt of laws or regulations. Explain administrative reed.

“This series is needed to provide accountability for each members retirement
seontributions and credit,

S U — , — P .

12,

| AR=50—71; Rev.76 (Reverge Side)

. Date” ] Gate
] [ P00 78
Date
Recommendations in para- -
graph 12 are approved. State Auditor/Designee JL-S=18
fif disapproved, attach Ietter &, OJE%
. | of explanation.) . . - Secreta tate/Designee M /2 "'g '_'ZC? ]
n o ) Attorney General/Designee W/[M o / ya U’.’? X

Anon:-;\};a Disposition Instructions This agency ‘recommends that the file series be cut off at the end of each:
0] Calendar Year; [J Fiscal vear; £ Other See below then,

. —.month(s) e ., 'yR&r{s); then
_.year(s}; then
e _..yearls); then

O Hold in the current files area
O Transfer to local holding area, hold __
[0 Transfer to State Records Center; hold
O Destroy.

[ Transfer to State Archives for permanent retention.

X Other (Specify) j

Office COM Copy - Cut off files end of each flscal year, hold in current files area
... 50 years; then destroy.
Security COM Copy - Transfer immediately after creatlon to Records Centér; hold 50 o
years; then destroy.
Bound Computer Printout File - Cut off immediately; hold in current files area until
(FY 1971 to FY 1978) .. | ' verlflcatlon of CoM-file; then destroy.
‘ ' o (One-tlme disposition) : :

FREENTE . T -

L

Thesz instructions apply to all prior and future accumulations of the series,
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APPLlCATiON FOR RECORDS RETENTION SCHEDULE Dg::,ﬁ.ﬂg:;gﬁ f&‘g_ﬁ;‘;g:g; ﬂgggnv
AN RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM—1 for mstructrons on completlng this form. Forward signed original to
Department of Archives and History, Records Managemant Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attenﬂon Scheduhng Section,

-

FOR AGENCY USE 1. Agency Address ' FOR RECORDS MANAGEMENT USE
[ Application Date Employees® Retirement System of Georg:.a Application Number
‘ Public School Employees 7L\ - q CD"' H
[Application Number .~ | Two Northside 75, Suite 400 -~ Date Recaived Date Complated
Atlanta, ga. 30318 | NOV 22 1978 | DEC 6 1978
2. Person to Contact ‘ : Working Title ' Télephone Nun';l;éT‘

Glenn Dow : . - T : . D1v151on Dlrector 656=-2960

3 Action Requested
2. [ Estaousn Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

| ¢ K} Amend Application No. __/12 74-96 __ __ _ Check QOne: O Change; | £] Supercede; O3 Void .
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest ~ Latest :
FY 1971 l To Date Annual Report Summary Files
6. Division and Office Function  What is the function of the Division and the Office in which this record series is created?
\l
7. Re}o_rd Seri;;Drescription This file contains the following documents (mc!uo;e form numbe;s ahdﬂtlntzs'";:?amn—);)f I

" Attach samples of the file.
.Docurnents relating to: verifying the retirement contribution and the number of years a member
' *""has contributed to the retlrement system. o -

Included are: Compu‘ter _Ou‘tput Micrbf;i.lm {cffice and ,securij:y copy) and bound volumes of annual
report siimmaries which lists members name and social security number, report year,
school system number, and amount of retirement contribution.

{Note: Record series is being converted to computer output microfilm {COM). From FY 1971
to FY 1978 the series is in bound volumes of computer printouts and on magnetic tape at DOAH..
These and succeding years of records will be placed on COM}).

_Fileisarranged: numerically by social security number of member.
ho 3 s . .

8. Mbﬁ?ﬁi&ﬁeﬁﬁhm Rate  How often are records referred to which are:

20 20 . 12

One to six months oid ; Seven to twelve months old ; Thirteen to twenty-four months old

~* twenty-five months and older . ?

e

9. Annual Rate of Accumulation of Rerords

Letter-size drawers —____ ; legalsizedrawers ____________; Shelves oo ; Other [specify) _1 bound volume  _

per vear,

ket S — e e ke e e ——— -
AR-50-71; Rev.76 (Over}




AT B e T,

ves | no 110 Questionnaire _ {Place an “'X" in the proper column) N B T e T e

Is this the official copy of the series? ' RS !ﬁ*“\,_,
X ___h‘_f!QL_where is it? - —— _ — R
X b« Does the series contain confldentiai information requiring security handling? If yes, cite law or regulation. ]
X | !__k ] Is thusa vital record? ' T B
X d _Does this series have hestoncal or long term research value?

e. When one or two documents in the fule make it necessary to keep. the entire file for a long period, could these

- | X 4.414 uLQmatlmgaJMm,thLsxrlesﬂe;_numstuzd?4f ves.gttach copY.
Is the information containgd in alyze ded

x | | % jshe informetion ooptaingen s saies e anabvaee andor ecerdedn AL zRd topot) o

h. Is there a duplication of this series in your office, or in another office dr agency?
(X | | fves where? Will have office and securzl.ty CODY.

X | 1 i 1sthis series for a major portion of it) reqularly microfilmed?_ W11 be oM

X i. Does the record series result in a computer printout?  Present accululation is bound computer printoyt
11. Retention Requirements The following requires the series to be kept:

a. State Law 0 .years, d. Audit period ___..,.A,_.Q,m‘,,...,._vears.

b. Statute of limitation 0 years. e. Administrative need 20 years,

c. Federal law 0 years, f. Federal retention instructions Y yaars.

Attach .copv or excerpt of laws or regulations. Explain administrétive need.

This series is needed for verification of members exact years of credit and contributions|

-~

12. Aporaved Disposition Instructions This agency recommends that the file series be cut otf at the end of each:
0O Calendar Year; (J Fiscal year; (¥ Other _See_below then,

0 Hold in the current files area —__.____ month(s)
[ Transfer to local holding area, hold ___._________year({s}; then

O Transfer to State Records Center; hold . year(s); then
O Destroy.

O Transfer to State Archives for permanent retention.

A Qther (Specify) .'

.. year(s); then

Qffice COM Copy - Cut off files end of ‘each fiscal year, hold in current files area
50 years; then destroy.
Securlty COM Copy = Transfer immediately after creatlon to Records Center, hold 50
years; then destroy.
Bound Computer Printout File - Cut off immediately; hold in current files area until
“(FY 1971 to FY 1978) ' verification of COM file; then destroy.
) (One-time disposition)

. - . _ Vo

These instructions apply to all prior and future accumulations of the series,
Date

/]
 Agéncy Head/D é;g{! & (S nature) ) L. Date -
__sz/ e N (/720 7

. U Sl
/\ ; 7 7 Date
/A

Recommendations in para- S
graph 12 are approved., State Auditor/Designee ) - r -98'

{If disapproved, attach letter @ B
of explanation.) Secretary e/Designes G(JULQ-QQ / \L‘-"—”L 12-Y- 75

| Attorney General/Designee Mlﬁ/ /27" 7}
AR=50-71; Rev.78 ' (Reverfa Side) ' 7 '
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Deséription

L - -

ACTIVE MEMBER FILES - Documents
relating to active members of the
Public School Employees Retirement
System. Included are Membership
Applications and related corres-
pondence. Files are arranged
numerically by the last four
digits of the member's social
security number.

EMPLOYEE REFUND FILES - Documents
relating to retiree refunds. Inclu-
ded are Refund Applications and
Membership Applicétions. Files are
arranged numerically by the last
four digitsﬁd% the retiree's social
seburitz/nﬁmber.

INELIGIBLE MEMBER FILES - Documents
relating to members ineligible for
membership to the Public School
Employees Retirement System. In-
cluded are computer printouts. Files
are arranged numerically by last

four digits of social security number.

RETIRED MEMBER FILES -~ Documents re-
lating to rétired members of the Public
School Employees Retirement System.
Included are Retirement Applicaticms,

Membership Applications, Job
Descriptions, Statements from
Departments, Personal Physician's
Report, Medical Board Chairman's
Recommendations, Examining
Physician's Report, Medical Board's
Report, Approval Letters, Keypunch
Transmittals, and other related
correspondence., Files are arranged -~
numerically by the last four digits
of the retiree's soclal security
number.

‘Files Maintenance:

Disposition

Cut off active file when member is
retired, disabled, refunded or in-
eligible and transfer to the Retired
Member File, Disability File, Death
Retiree File, Refund File or Death
Refund File,

Cut off files at end of each fiscal
year; hold in current files area 1

year; then transfer to State Records
Center; hold 50 years; then destroy.

Cut off files at end of each fiscal
year; hold in current files area 1

year; then transfer téjState Records
Center; hold 50 yearsy then destroy.

Cut off files at end of each fiscal
year; hold in current files area 1
year; then transfer to State Records
Center; hold until members are de-
ceased; then return to Public Schoel

». Employees Retirement System.

If no beneficiary

upon closure of file transfer to
Deceased Retiree Files. If benefi-
ciary, return to Retired Member Files

Toriles o

ot

BT e 2T
a until cembs=r
thea retur-

- 2ol Emploevees Ret  veme. o

Centes) ..o

- 1
T oolodbed:
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Description
b s = oW

DECEASED RETIREE FILES - DgCuments
relating to deceased retiree members
of the Public School
tirement System. T
Retirement Applicgtfions, Membership
Applications, Kespunch Transmittals,

Death Certificdtes, Signature Let- :
ters, andl;;ng related correspondence.

Files are drranged numerically by the
last four digits of the social
security number.

DECEASED RETIREE REFUNp'f&LES -
Documents relating to ‘deceased retiree
refunds.
tions, Membership” Applications, Signa-
ture Letters, Death Certificates, and
other relatgd’correspondence. Files
are arranged numerically by the last
four digits of the social security
number.

PUBLIC SCHOOL SYSTEM CASE FILES -
Documents relating to members of the
Public School Employees Retirement
System. Included are new member
listings, related correspondence,
releases pertaining to Board Regula-
tions or office procedures. Files
are arranged numerically by system
number (i.e. Counties 1-159; Cities
200-247; Technical Schools 300-306).

ANNUAL LISTING OF MEMBERS OF PUBLIC
SCHOOL EMPLOYEES RETIREMENT SYSTEM
FILES - Documents relating to the
annual listing of members of the
Public School Employees Retirement
System. Included are data proces-
sing printout sheets which contain
social security number, name, and
date of birth of members of the
retirement system. Files are ar-
ranged numerically by System Number,
thereunder alphabetically by name of
school.

ANNUAL REPORTS AND RETIREMENT
DEDUCTIONS FILES - Documents relating
to annual reports and retirement de-
ductions. Included are recap sheet,
annual report, computer printout,
Files are arranged numerically by
System Number, thereunder alpha-
betically by name of school

Included -4re Refund Applica~

Disposition

Cut off files at end of each fiscal
year; hold in current files area 1
year; then transfer to State Records;
Center; hold 6 years; then destroy.

Cut off files at end of each fiscal
year; hold in current files area 1
year; transfer to State Records
Center; hold 50 years; then destroy.

Cut off files at end of each fiscal
year; hold in current files area 1
year; then transfer to State Records:
Center; hold 4 years; then destroy.

Cut off files at end of each calenda
year; hold in current files area 1
year; then transfer to State Records
Center; hold 4 years; then destroy.

Cut off files at end of each fiscal
year; hold in current files area 1
year; then transfer to State Records
Center; hold 4 years; then destroy.



